C ffm

' PROGRAM

NATIONAL AERONAUTICS AND SPACE
ADMINISTRATION

DRYDEN FLIGHT RESEARCH CENTER

Integrated Financial Management (IFM)
Program

Travel Manager Overview



O
D'm Gelco’s Travel Manager

PROGRAM

Standardized, integrated travel management system that provides
electronic routing, e-mail, and up-to-date travel information

Developed as a COTS (Commercial Off The Shelf ) product

Determined to be the best product on the market matched to
NASA requirements

Used by other civilian government agencies

Redefines Travel Orders (TO) as Travel Authorizations (TA)




<_ ﬁ'm Roles and Primary Responsibilities

PROGRAM

Preparers Create travel authorizations and vouchers and assist travelers and
approvers

Reviewers Review for specific conditions to authorization

Approvers Approve travel authorizations and vouchers

Travelers Review and certify travel vouchers on return from travel

Cl Travel Agents | Obtain tickets and reservations

Financial Process financial data

Accountants

Voucher Process audit documents

Examiners

Center Maintain user data, routing lists, and other tables for their Center

Administrators

Agency Maintain shared data, Agency tables, and system utilities

Administrators




ﬁ'm TM Travelers Benefits
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Certify and route Travel Vouchers for reimbursement electronically
Query travel documents at any time

Travelers can run electronic pre-audits on their travel documents
No more hand carrying documents

E-mail notification to the traveler when money is about to be
disbursed

Accurate per diem rates, loaded once a month
System performs calculations according to regulations




| ﬁ'm TM Preparer Benefits

PROGRAM

Initiate and route Travel Authorizations electronically

Query travel documents at any time

Preparers create vouchers from the approved authorizations
Copy documents for different travelers for the same trip, easily
No more hand carrying documents

Perform pre-audits of travel documents
Traveler information is loaded from payroll every two weeks

Accurate per diem rates, loaded from GSA once a month
System performs calculations according to regulations




C ﬁ'm ' TM Reviewer/Approver Benefits

PROGRAM

Reviewers/Approvers review Travel Authorizations and
Vouchers electronically

Electronic signature of documents within the travel process

E-mail notification sent to each Reviewer/Approver in
sequence

Reviewers/Approvers can run electronic pre-audits of travel
documents

Accurate per diem rates, loaded from GSA once a month

System performs calculations according to regulations




- Travel Authorizations

Performing organization prepares the authorization
e ler from Code R based on verbal/e-mail approval from Branch Chief and
VAll reduest verbalemail Travel Manager will route to the funding organization.
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Traveler returns from travel
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Funding Organization Different
than Performing Organization

i

PROGRAMAM

AUTHORIZATION (ORDER) FF CENTER EINANGE
RESOURCE EF FUNDS DIRECTOR TRAVEL Cert.ify
PREPARER ANALYST OR OFFICE availability of
MANAGER DESIGNEE funds
Code RI Kimberly |- . & Yvonne |
i Hinckley Larry Schilling || Anthony Schmidt Eric
i Glonda Robert Hornstein Moreno Vicki Moore Huffmaster
Almeida Patricia Daws Ida Ketchum
BRANCH Cindy Cranford Jim Walker
MANAGER Valerie Zellmer
Ron Young
Tony Branco
VOUCHER
FINANCE
TRAVEL
PREPARER ;i;xggsR OFEICE CI(E)IIQ:'II;III;YEI:G
:» TRAVELER > N > > TRAVELER
de RI
Code Larry Schilling Tgryn Eric
Wilson
, Huffmaster
Robert Hornste|n Vicki Moore - —
Lucille Williams




ﬁ'm Next Steps

PROGRAM

Provide training classes for Travel Manager
(July 22 — August 1)

“Go Live” date is August 12t

Conduct follow-up training classes after TM has
gone live (e.g., additional training classes, brown
bag sessions, etc.)

Help Desk — X2477 (BISS — Business Information
Systems Support)
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